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This document will outline the steps required to initiate the electronic signature 
process, provide screen shots, and includes what your client’s experience will be. 

 

An overview of each of the sections is described below: 

 

Electronic Signature through DocuSign    Page 2 

 Provides an overview of the different options based on the types of actions 

Initiating the Electronic Signature Process   Page 3  

 Describes the screens available to start the electronic Signature process 

Your Remote Workflow      Page 4 

 Describes the workflow for sending an electronic signature remotely 

Your Client’s Remote Workflow     Page 5 

 Describes the steps your client will follow  

Your In-Person Workflow      Page 9 

 Describes the workflow for preparing an In-Person electronic signing session 

Your Client’s In-Person Workflow    Page 11 

 Describes the steps your client will follow 

Frequently Asked Questions     Page 15 

 Provides answers to some of the frequently asked questions 
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Electronic Signature through DocuSign 
 
SEI utilizes DocuSign to obtain electronic signatures for completing Advisor Desktop online actions and SEI Private Trust 
Company forms. When submitting your request through the Advisor Desktop's online actions, a (digital) form will be 
generated so that the client can electronically sign. This process can take place in-person or remotely. 
 
Prior to accessing the document for electronic signature, your client will need to complete an authentication process. 
This authentication process is provided by DocuSign and follows either a Knowledge Based or Pin authentication 
process. 

Knowledge Based Authentication: Distributions and Transfer actions and forms to move money outside of the 
account or outside of SEI have more stringent signature requirements. As such, the SEI process utilizes 
DocuSign’s "knowledge-based" authentication method. Here the user answers a series of questions like 
affiliated address, relatives, old residences, etc. Please note, these questions are generated automatically by 
DocuSign using information from public records.  Neither the advisor nor SEI can see or control the 
authentication questions. 

 
Pin Authentication: Actions and Forms that are used to request changes within an account, such as trades or 
strategy (model) changes, use access code as the authentication method. Those codes are delivered to your 
client via phone or SMS based on the advisor’s choice.   
 

Document Expiration Time: Your client will need to complete the electronic signature process prior to an expiration 
time. If your client fails to electronically sign the document based on the expiration time listed below, the action will 
be cancelled, and the request will need to be resubmitted.  

Remote  
• Straight Through Actions – Based on the scheduled date (up to 10 days)  
• Manage Forms Action  

• Launch Forms – 10 days  
• Account Open Forms – 30 days  

In-Person  
• Straight Through Actions – launches immediately  
• Manage Forms  

• Launch Forms – Browser Session – time triggers once the eSignature session is launched  
• Account Open Forms – Browser Session – time triggers once the eSignature session is launched 

 
Documents Saved for Your View: Once your client(s) electronically signs the document, the activity status in the 
Advisor Desktop is updated and the action can proceed. The signed document and a DocuSign Certificate of Completion 
will be attached to the activity as well.  
 
Email Notifications: You have the ability to receive an email notification letting you know when your client either signs 
or cancels a document that you sent to them for electronic signature. From within the Preferences icon, check the 
Documents requiring electronic signature have been signed or cancelled box. 
 
Account Opening: When a firm user submits an Account Open Form through the Manage Forms action, it will need to 
route to the Financial Advisor listed as the primary advisor on the account for electronic signature prior to being sent 
to the client for electronic signature. The Financial Advisor will receive an email, which will require an Access Code to 
be entered. The Access Code is the Financial Advisor’s SEI Wealth Platform user ID. Example: If the Financial Advisor’s 
user ID is jdoe12345, then the Access Code will be jdoe12345. Additionally, when using the in-person electronic 
signature process, you do not need to complete the electronic signature portion immediately upon submission. Locate 
your new "Submitted Paperwork" (Account Opening) activity within the Activity Dashboard and expand the drawer icon 
to return to the in-person electronic signature process and resume where you left off. Select Launch eSignature to re-
launch the signing ceremony in DocuSign. 
 
Please note that the ability to utilize electronic signatures through DocuSign is based on your role and 
entitlements, as well as any applicable Broker Dealer rules and approval.  
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Initiating the Electronic Signature Process 

For certain Actions, an Electronic Signature will be required if the Pay To selected has not been setup for, or is not 
eligible for, Straight Through Processing. You can confirm if the payee is Straight Through Eligible (the investor’s 
signature is not required) by reviewing the Related Parties page within the Profile menu of the account. Within the 
details column below the Pay To parties’ information, you will see “Straight Through Eligible” if no signature is 
required.   
 
When a Signature is required and the Pay To is set up as “Straight Through Eligible” you will see Signed displayed as 
Signature(s) on file. 
 
 

 

 

 

 

When a Signature is required, you can start the electronic signature process by selecting the Start Electronic Signing 
Process button. 
 

 

 

 

 

There are two options available for sending the electronic signature. 
 

In-Person: The signer is present in your office and when the time comes, they will take control of your 
keyboard and mouse to authenticate and complete the electronic signature process outlined in the In-Person 
section. 
 
Remote: The signer is not present and an email will be sent to the client. They will follow the electronic 
process outlined in the Remote section. 

 

 

 

 

 

 

Remote Workflow 
 
When the action follows the Knowledge Based question authentication process, only an email is required for the 
Remote option. If SEI Advisor Center has a known email address for an authorized signer, it will display. New email 
addresses can be added through the Modify Contact Information action prior. 
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When the action follows the Pin Authentication Method, an email and phone number is required for the Remote option. 
There are also two options for the authentication pin: Phone Call and Text Message. 
 

Phone Call: Provide the phone number (landline or mobile) that will receive a phone call, during which your 
client will provide the authentication pin provided from within the DocuSign website. 

 
Text Message: Provide the mobile number that will receive an authentication pin through Text Message, which 
your client will then enter into the DocuSign website. 
 

 

 

 

 

 

 

 

 

 

 

 

After completing the information, select the Prepare 
Remote Signing Request button.  

A green checkmark will confirm the information has 
been filled in successfully. 

Please note: The next step is to submit the action or file in the form. The electronic signature request is not sent to 
your client until the submit/send or Send to SEI button is selected. 
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An Activity is created confirming that the document is now awaiting an electronic signature. 

When submitting an online action, the View & Print Confirmation page will display the submission message and the 
Activity ID. 

When Launching a Form through the Manage Forms action, you will need to select Send to SEI to send the document to 
your client for electronic signature. A message will then display with the activity ID. 

       

 

The activity will display a status of Waiting For Esignature until your client electronically signs the document and 
selects Finish within the DocuSign website. 

 

Your Client’s Remote DocuSign Process 

Your client will receive an email from DocuSign stating that an SEI Document is ready for review. The email will include 
the client’s name, the document name, and a REVIEW DOCUMENT button, which will start the electronic signature 
process. 

 
 

 

 

 

 

 

 

 

For Knowledge Based Questions, your client will need to fill in 
Personal Information in order to generate the list of questions 
to verify their identity. It is recommended, but not required, 
to also provide the Last 4 digits of the SSN and the Date of 
Birth. By entering this additional information, the questions 
generated will be more specific to the client. 
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There will be six questions generated as a means of an identity check requested by the document sender. None of this 
information is provided to the document sender or to anyone except the client.  
 
Please note: Your client will be presented with six questions. To pass authentication, they must answer at least four 
questions correctly. If four or more are answered incorrectly, they will fail authentication. If only three questions are 
answered correctly, the user will be presented with three additional questions. They must answer at least two 
correctly to proceed. In the case of a failed authentication, the document will not be accessible and a message will be 
sent to activity within the Advisor Desktop, stating there was a failure. 
 

 

 

 

 

 

 

 

 

 

 

For Pin Authentication, your client will need to either 
receive a phone call or text message to the phone 
number provided.  
 
Phone Authentication: The phone number that was 
initially provided will be displayed and by selecting the 
CALL button, your client will receive an automated 
phone call. 
 

 

 

 

Your client will enter or speak the Authentication Code 
provided on the DocuSign website into their phone and then 
provide their name. Once your client successfully provides the 
authentication code and name, the screen will automatically 
open up the document. 

 

 

 

 



© SEI         If you have questions, please contact the SEI Private Trust Company Service team, 1-800-734-1003. 

 
7

 

 

Text Authentication: The phone number that was initially provided will be displayed and by selecting the SEND SMS 
button, your client will receive a text message. 

 

 

 

 

 

 

 

 

 

 

 

They will enter the authentication code into the SMS Authentication field and then select the CONFIRM CODE button. 

 

 

 

 

 

 

 

 

Once the authentication process is complete, your client will have access to the document. First, they will agree to use 
electric records and signatures and then select CONTINUE. 
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By selecting START, your client will be guided to the signature line. 

 

Selecting Sign will open up the Adopt Your Signature page.  

 
 
Select the ADOPT AND SIGN button to confirm the electronic signature. 
 
 

 

 

 

 

 

 

 

 

 

The electronic signature will populate on the signature line and 
your client will select FINISH to complete the process. 
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Your Client can sign up for a free DocuSign account, which will provide access to all of the documents that they have 
signed. 
 

 

 

 

 

 

 

 

 

This will complete the remote electronic signature process and the document will be sent back to SEI for processing. 
The document will also be saved within the Activity and under the Documents section of the Household/Client/Account 
pages. 
 

 

 

 

In-Person Workflow 
 
When the action follows the Knowledge Based question authentication process, no additional information is required 
for the In-Person option.  
 

 

 

 

 

 

 

When the action follows the Pin Authentication Method, a phone number is required for the In-Person option. There are 
also two options for the authentication pin: Phone Call and Text Message. 
 

Phone Call: Provide the phone number (landline or mobile) that will receive a phone call, during which your 
client will provide the authentication pin provided from within the DocuSign website. 

 
Text Message: Provide the mobile number that will receive an authentication pin through Text Message, which 
your client will then enter into the DocuSign website. 
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After completing the information, select the Prepare In-Person Signing Request button.  
 
A green checkmark will confirm the information has been filled-in successfully. 
 
Please note: The next step is to submit the action or file in the form. The electronic signature request is not available 
for your client until the submit/send or Send to SEI button is selected. 
 
An Activity is created confirming that the document is now awaiting an electronic signature. 

When submitting an online action, the View & Print Confirmation page will display the submission message and the 
Activity ID. A new tab will automatically open to start the In-Person electronic signature process. 

When Launching a Form through the Manage Forms action, you will need to select Send to SEI to start the In-Person 
electronic signature process. A message will display the Activity ID and provide a link to continue. 

Selecting the Click here link will open a new tab and start the In-Person electronic signature process. By choosing Ok 
and not the Click here link, the In-Person electronic signature is not started. You will need to navigate to the Activity 
within the Activity page and expand the arrow. A Launch eSignature button will display, which can be selected to 
open a new tab and start the In-Person electronic signature process. This process is available for all Forms, including 
Account Open, that are launched from within the Manage Forms action. 

 

 

 

 

 

 

  

 

 

 

 

 

The activity will display a status of Waiting For Esignature until your client electronically signs the document and 
selects Finish within the DocuSign website. 

 

 

 

 

After submitting an online action a new tab will open and provide instructions on passing the control to your client. 
After submitting a Launched Form through the Manage Forms action, the Click here link will be available to start the 
In-Person electronic signing process. 
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You will be instructed to pass the control to your client. 

 

 

 

 

 

 

 

 

Your Client’s In-Person DocuSign Process 

After your client takes control, they will start the electronic signature process. 
 
For Knowledge Based Questions, your client will need to fill in Personal Information in order to generate the list of 
questions to verify their identity. It is recommended, but not required to also provide the Last 4 digits of the SSN and 
the Date of Birth. By entering this additional information, the questions generated will be more specific to the client. 
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There will be six questions generated as a means of an identity check requested by the document sender. None of this 
information is provided to the document sender or to anyone except the client.  
 
Please note: Your client will be presented with six questions. To pass authentication, they must answer at least four 
questions correctly. If four or more are answered incorrectly, they will fail authentication. If only three questions are 
answered correctly, the user will be presented with three additional questions. They must answer at least two 
correctly to proceed. In the case of a failed authentication, the document will not be accessible and a message will be 
sent to activity within the Advisor Desktop, stating there was a failure. 
 
 
 

 

 

 

 

 

 

 

 

 

For Pin Authentication, your client will need to either receive a phone call or text message to the phone number 
provided.  

 
Phone Authentication: The phone number that 
was initially provided will be displayed and by 
selecting the CALL button, your client will 
receive an automated phone call. 
 
 

 

 

 

 

Your client will enter or speak the Authentication 
Code provided on the DocuSign website into their 
phone and then provide their name. Once your 
client successfully provides the authentication 
code and name, the screen will automatically 
open up the document.  
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Text Authentication: The phone number that was initially provided will be displayed and by selecting the SEND SMS 
button, your client will receive a text message. 

 

 

 

 

 

 

 

 

 

 

They will enter the authentication code into the SMS Authentication field and then select the CONFIRM CODE button. 

 

Once the authentication process is complete, your client will have access to the document. First, they will agree to use 
electronic records and signatures and then select CONTINUE. 

 
 
By selecting START, your client will be guided to the signature line. 
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Selecting Sign will open up the 
Adopt Your Signature page.  
 

 

 

 

Select the ADOPT AND SIGN button to confirm the electronic 
signature. 
 
 
 

 

 

 

 

The electronic signature will populate on the signature line and your client will select FINISH to complete the process. 
Your Client can sign up for a free DocuSign account, which will provide access to all of the documents that they have 
signed. 

 

 

  

 

 

 

 

 

 

This will complete the In-Person electronic signature process and the document will be sent to SEI for processing. The 
document will also be saved within the Activity and under the Documents section of the Household/Client/Account 
pages. 
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Frequently Asked Questions 
 
What happens if the client declines the document or fails authentication? 
Once the client successfully authenticates and can view the document, they may choose not to sign 
the document. If the client declines the document, a message will be sent back to the Advisor 
Center activity with a status of Esignature Failure Pending Cancelation. You will not be able to 
relaunch this action and you will need to resubmit the entire action. 
 
 
What if there are multiple clients that need to sign the document? 
The process is the same as described in the Remote and In-Person sections, except that you would 
have checked off multiple clients that need to electronically sign the document. The order list is 
the order that the clients will receive the document. If there are two clients that need to 
electronically sign the document, the second client will not receive the document until the first 
client completes their electronic signature process first. 
 
 
Can I see the document in the Activity once it is submitted? 
The document will be saved as an attachment within the activity once the client completes the 
electronic signature process. The document will then also be saved within the Documents section 
of the Household/Client/Account pages. 
 
 
How is a document produced if I submitted an online action for electronic signature? 
When submitting an online action, such as Disburse Cash, for electronic signature, the Advisor 
Desktop converts the information and creates an applicable form for your client to review and sign. 
Once this generic document is electronically signed, it will be attached to the activity of the 
submitted action. 
 
 
Where can I find the status of an action that I sent for electronic signature? 
The status of the action can be found on the Activity page under the Status & Reason Description 
column or from within the generated activity next to the Status line. 
 
 
Who can I call if I have additional questions? 
If you have any additional questions regarding Electronic Signatures through DocuSign, you can 
always search for additional information from within the Help Menu; however, if you are still not 
finding the answers you are looking for, you can always call the SEI Wealth Platform Service Team 
at 800-734-1003. 
 


